
Role for TreasXrer, CLGA
Job DescripWion:

Ɣ RHVSRQVLEOH IRU PDQDJLQJ DQG PDLQWDLQLQJ WKH ILQDQFLDO DFFRXQWLQJ UHFRUGV DQG EDQN
UHFRQFLOLDWLRQV IRU WKH CLGA; LQYRLFLQJ DOO JROI FOXE RUJDQL]DWLRQV WKDW DUH PHPEHUV RI WKH CLGA
WKH DQQXDO GXHV DQG WRXUQDPHQW RI FKDPSLRQ IHHV DQG WKH FROOHFWLQJ RI WKRVH GXHV / IHHV;
SUHSDULQJ RI DQG PDQDJLQJ RI DOO EXGJHWV & LQFRPH / H[SHQVH VWDWHPHQWV; FROOHFWLQJ RI WKH
PRQLHV DQG UHPLWWLQJ RI DOO LQYRLFHV / H[SHQVHV LQFXUUHG IRU WKH CLGA VDQFWLRQHG WRXUQDPHQWV
(L.H. CLW\ AP, SHQLRU AP, JXQLRU AP). 7KLV LV D WZR \HDU PLQLPXP WHUP ZLWK RSSRUWXQLW\ WR H[WHQG
WR DQ DGGLWLRQDO WZR PRUH \HDUV.

DXWies:

Ɣ RHYLHZ WKH CLGA B\-LDZV WR REWDLQ DQ XQGHUVWDQGLQJ RI SURFHVVHV, UHVSRQVLELOLWLHV DQG GXWLHV
IRU \RXU UROH DQG RWKHU UROHV RQ WKH CLGA E[HFXWLYH.

Ɣ AWWHQG DOO CLGA E[HFXWLYH DQG GHQHUDO MHHWLQJV. PUHSDUH FLQDQFLDO SWDWHPHQWV IRU WKH VSULQJ
DQG IDOO JHQHUDO PHHWLQJV IRU GLVWULEXWLRQ E\ VHFUHWDU\ DV QHFHVVDU\.

Ɣ OQFH HOHFWHG WR ERDUG, PDNH DQ DSSRLQWPHQW ZLWK \RXU ORFDO 7D BDQN IRU WKH 7UHDVXUHU,
SHFUHWDU\ DQG PUHVLGHQW WR DWWHQG. 7DNH WKH AGM PLQXWHV IURP IDOO PHHWLQJ DQG WKH GRFXPHQW
WKDW VWDWHV WKH QHZO\ HOHFWHG H[HFXWLYH DQG KDYH WKH 7D EDQN DUUDQJH IRU VLJQLQJ DXWKRULW\ WR EH
FKDQJHG, D QHZ GHELW FDUG WR EH LVVXHG DQG FKDQJHV WR XVHU ID DQG SDVVZRUG  IRU EDQN DFFRXQW.

Ɣ OEWDLQ DOO EDQN UHFRUGV, LQYRLFH UHFRUGV DQG UHFRQFLOLDWLRQ UHFRUGV IRU DQQXDO GXHV HWF IURP
SUHYLRXV WUHDVXUHU. EQVXUH \RX KDYH FRQWDFW LQIRUPDWLRQ IRU SUHYLRXV WUHDVXUHU VKRXOG \RX QHHG
DVVLVWDQFH.

Ɣ PUHSDUH D ZRUNLQJ H[FHO V/V RU XVH DQ DFFRXQWLQJ SURJUDP WKDW ZLOO FDSWXUH DOO GHSRVLWV DQG
ZLWKGUDZDOV IRU WKH CLGA EDQN DFFRXQW. RHFRUG DOO WUDQVDFWLRQV WR WKLV SURJUDP DQG DW WKH HQG RI
HDFK PRQWK SUHSDUH D EDQN UHFRQFLOLDWLRQ UHSRUW.

Ɣ AW WKH EHJLQQLQJ RI WKH \HDU, SUHSDUH D EXGJHW GRFXPHQW WR FDSWXUH DOO H[SHFWHG LQFRPH DQG
RSHUDWLQJ FRVWV / H[SHQVHV IRU WKH FXUUHQW \HDU IRU WKH CLGA DQG GLVWULEXWH WKLV GRFXPHQW WR WKH
CLGA H[HFXWLYH SULRU WR WKH VSULQJ PHHWLQJ. 8SGDWH WKLV EXGJHW GRFXPHQW ZLWK DFWXDO LQFRPH
DQG H[SHQVHV WKURXJK WKH \HDU, NHHSLQJ FXUUHQW DW DOO WLPHV. RHIHU WR WKH CLGA ZHEVLWH WR REWDLQ
D FRS\ RI WKH DQQXDO EXGJHW GUDIW GRFXPHQW.

Ɣ PUHSDUH DQ H[FHO GRFXPHQW WR FDSWXUH DOO JROI FOXE RUJDQL]DWLRQV ZKR ZLOO EH ELOOHG IRU DQQXDO
GXHV DQG WRXUQDPHQW RI FKDPSLRQ GXHV, WKH WRWDO DPRXQWV ELOOHG DQG WKH WRWDO DPRXQWV UHFHLYHG
IURP HDFK FOXE. RHIHU WR WKH CLGA ZHEVLWH WR REWDLQ D FRS\ RI WKH OLVWLQJ IRU DQQXDO GXHV / 7 RI C
GRFXPHQW.

Ɣ PUHSDUH D EXGJHW GRFXPHQW WR FDSWXUH DOO H[SHFWHG LQFRPH DQG H[SHQVH LWHPV IRU HDFK RI WKH
WRXUQDPHQWV WKDW WKH CLGA VSRQVRU (CLW\ APDWHXU, SHQLRU CLW\ APDWHXU, JXQLRU APDWHXU,



7RXUQDPHQW RI CKDPSLRQV, CKDPSV). 8SGDWH WKHVH EXGJHW GRFXPHQWV ZLWK DFWXDO LQFRPH DQG
H[SHQVHV WKURXJK WKH \HDU, NHHSLQJ FXUUHQW DW DOO WLPHV. RHIHU WR WKH CLGA ZHEVLWH WR REWDLQ D
FRS\ RI WKH WRXUQDPHQW EXGJHW GUDIW GRFXPHQW.

Ɣ SLW RQ WKH CLW\ APDWHXU CRPPLWWHH DV DFWLQJ WUHDVXUHU DQG PD\ DOVR VLW RQ WKH SHQLRU CLW\
APDWHXU CRPPLWWHH DV DFWLQJ WUHDVXUHU. II GR QRW VLW RQ WKH FRPPLWWHHV, SURYLGH VXSSRUW DV
QHHGHG.

Ɣ PUHSDUH D PD\PDO UHFRQFLOLDWLRQ H[FHO GRFXPHQW WR UHFRUG DOO PD\PDO SD\PHQWV UHFHLYHG IRU
UHJLVWUDWLRQ LQWR WKH CLGA VDQFWLRQ WRXUQDPHQWV. SXJJHVW WR FUHDWH D WDE IRU PDVWHU DQG WKHQ
FUHDWH WKUHH DGGLWLRQDO WDEV WR FRS\ DQG SDVWH IURP ILUVW WDE IRU CLW\ APDWHXU, SHQLRU APDWHXU DQG
JXQLRU APDWHXU / JXQLRU CDPS. RHIHU WR WKH CLGA ZHEVLWH IRU DQ H[DPSOH RI D VXJJHVWHG PD\PDO
UHFRQFLOLDWLRQ GRFXPHQW.

Ɣ BHJLQQLQJ RI MDUFK RI HDFK \HDU FUHDWH DQ LQYRLFH IRU HDFK JROI FOXE RUJDQL]DWLRQ IRU WKHLU
DSSOLFDEOH DQQXDO GXHV DQG WKH WRXUQDPHQW RI FKDPSLRQ GXHV ($50.00 SHU FOXE). RHIHU WR WKH
CLGA ZHEVLWH WR REWDLQ D FRS\ RI DQ LQYRLFH GUDIW GRFXPHQW. 8SGDWH WKH H[FHO GRFXPHQW ZLWK
WKH DPRXQWV ELOOHG WR HDFK FOXE DQG VHQG RXW DOO LQYRLFHV E\ HPDLO WR WKH FOXE PDQDJHU ZLWK D FF
WR WKH ODGLHV SUHVLGHQW RI WKH FOXE. SHQG HPDLO UHPLQGHUV LI SD\PHQW LV QRW UHFHLYHG ZLWKLQ 60
GD\V RI ELOOLQJ. 7KH FRQWDFW OLVW RI FOXE PDQDJHUV DQG WKH ODGLHV SUHVLGHQW FDQ EH IRXQG RQ WKH
CLGA ZHEVLWH. AV SD\PHQWV DUH UHFHLYHG XSGDWH WKH H[FHO GRFXPHQW ZLWK WKH DPRXQW UHFHLYHG,
GDWH SD\PHQW UHFHLYHG DQG GDWH SD\PHQW LV GHSRVLWHG LQWR EDQN DFFRXQW. COXEV ZKR IDLO WR SD\
WLPHO\ ZLOO IRUIHLW WKHLU ULJKWV WR KDYH ODGLHV SDUWLFLSDWH LQ DQ\ RI WKH VDQFWLRQHG DFWLYLWLHV DQG PD\
DOVR LQFXU ODWH SD\PHQW SHQDOWLHV. LLDLVH ZLWK WKH SHFUHWDU\ IRU DQ\ DVVLVWDQFH LQ PDQDJLQJ WKLV
SURFHVV.

Ɣ OQFH UHJLVWUDWLRQ SD\PHQWV DUH EHLQJ UHFHLYHG WKURXJK PD\PDO IRU WKH CLGA VDQFWLRQHG
WRXUQDPHQWV WKHVH SD\PHQWV ZLOO QHHG WR EH WUDQVIHUUHG IURP PD\SDO.FD LQWR WKH 7D EDQN
DFFRXQW. EYHU\ ZHHN RU VR JR LQWR PDOSDO.FD, VHOHFW LRJLQ DQG HQWHU LQ WKH CLGA XVHU LG DQG
SDVVZRUG LQIRUPDWLRQ (REWDLQ WKLV LQIRUPDWLRQ IURP WKH 7RXUQDPHQW DLUHFWRU) DQG IROORZ SURFHVV WR
WUDQVIHU PRQLHV. II UHIXQGV QHHG WR EH LVVXHG \RX FDQ GR WKLV SURFHVV WKURXJK SD\SDO.FD DV ZHOO.
II QHHG GLUHFWLRQ RQ SURFHVVHV FRQWDFW IRUPHU WUHDVXUHU RU 7RXUQDPHQW DLUHFWRU IRU DVVLVWDQFH.
8SGDWH WKH PD\PDO H[FHO GRFXPHQW ZLWK WKH PRQLHV UHFHLYHG HQVXULQJ \RX FDSWXUH WKH PD\PDO
FRVWV. FRU HDFK WRXUQDPHQW YDOLGDWH WKDW WKH WRWDO PRQLHV UHFHLYHG WR GDWH PDWFK ZLWK WKH
QXPEHU RI HQWULHV RQ WKH CLGA ZHEVLWH IRU WKDW SDUWLFXODU WRXUQDPHQW. II QRW LQ OLQH, FRQWDFW
7RXUQDPHQW DLUHFWRU RU :HE MDVWHU IRU GLUHFWLRQ.

Ɣ FRU DOO LQYRLFHV IRU VHUYLFHV UHQGHUHG WR WKH CLGA WKDW DUH VXEPLWWHG UHTXHVWLQJ SD\PHQW HQVXUH
WKH DSSURSULDWH DSSURYDO IRUP KDV EHHQ FRPSOHWHG ZLWK LQYRLFH VXEPLVVLRQ. RHIHU WR WKH CLGA
ZHEVLWH IRU WKLV H[SHQVH DSSURYDO IRUP. IVVXH WKH FKHTXH DQG UHFRUG WKH FKHTXH LQIRUPDWLRQ (
QEU, GDWH, DPRXQW) WR WKH DSSURSULDWH FRVW H[SHQVH DFFRXQW (L.H. CLW\ AP, SHQLRU AP, RLOH\'V,
MHGDOLVW, CLGA DGPLQ, HWF.). AOO FKHTXHV ZLOO UHTXLUH WZR VLJQDWXUHV IURP HLWKHU WKH SHFUHWDU\,
7UHDVXUHU DQG / RU PUHVLGHQW EHIRUH VHQGLQJ RXW. OQFH LQYRLFH KDV EHHQ UHPLWWHG RQ DQG HQWHUHG
LQWR DFFRXQWLQJ UHFRUGV ILOH WKH LQYRLFH DQG DSSURYDO IRUP LQ DSSURSULDWH ILOH IROGHU. 7KHVH UHFRUGV
PXVW EH NHSW IRU IXWXUH UHIHUHQFH (6 \HDUV & ROGHU FDQ EH GLVFDUGHG). IQYRLFHV UHFHLYHG IURP
YHQGRUV VKRXOG EH ELOOHG WR CDOJDU\ LDGLHV GROI AVVRFLDWLRQ. IQYRLFHV SDLG E\ D CLGA H[HFXWLYH



RU D 7RXUQDPHQW FRPPLWWHH PHPEHU FDQ EH VXEPLWWHG GLUHFW WR WKH WUHDVXUHU ZLWK WKH DSSURYDO
IRUP DWWDFKHG UHTXHVWLQJ UHLPEXUVHPHQW IRU SD\PHQW PDGH RQ EHKDOI RI WKH CLGA.

Ɣ RHYLHZ WKH 7UHDVXUHU MRE GHVFULSWLRQ DQG GXWLHV RXWOLQHG DQG XSGDWH WKLV UROH RQ DQ RQJRLQJ EDVLV
ZKHQ LGHQWLILHG LV UHTXLUHG. RHYLHZ, FXOO DQG XSGDWH FRPSXWHU ILOHV, ERRNV, ELQGHUV DQG SRVLWLRQ
PDQGDWH SULRU WR WXUQLQJ RYHU WR WKH QHZ 7UHDVXUHU. RHVSRQVLEOH WR DVVLVW ZLWK ILQGLQJ D
UHSODFHPHQW DQG WKH WUDLQLQJ RI WKDW UHSODFHPHQW SULRU WR WKH FXUUHQW WUHDVXUHU'V UROH WHUP HQGLQJ.

Pa\pal.ca process:

Ɣ 7R WUDQVIHU PRQLHV RQFH UHFRQFLOHG: LRJ IQ, COLFN :LWKGUDZ, COLFN 7UDQVIHU WR BDQN, EQWHU
DPRXQW WR EH WUDQVIHUUHG, COLFN FRQWLQXH, RHYLHZ LQIRUPDWLRQ, COLFN VXEPLW.

Ɣ 7R UHIXQG PRQLHV RQFH DGYLVHG WR GR VR: LRJ LQ, COLFN M\ AFFRXQW, COLFN HLVWRU\, SFUROO WKURXJK
WR ILQG SD\PHQW / SHUVRQ WR UHIXQG WR, COLFN GHWDLOV, COLFN LVVXH UHIXQG, EQWHU DPRXQW WR UHIXQG,
COLFN FRQWLQXH, RHYLHZ LQIRUPDWLRQ, COLFN VXEPLW.

Ɣ 7R GRZQORDG KLVWRU\ RU WR FUHDWH UHSRUW: LRJ LQ, COLFN HLVWRU\, COLFN GRZQORDG KLVWRU\, EQWHU LQ
UHTXLUHG GDWHV, SHOHFW CRPPD GHOLPLWHG - DOO DFWLYLW\, COLFN GRZQORDG KLVWRU\, COLFN VDYH (ILOH W\SH -
DOO ILOHV) JLYLQJ LV DQ DSSURSULDWH QDPH DQG VDYH WR \RXU FRPSXWHU. OQFH GRZQORDGHG \RX FDQ
GHOHWH DQ\ FROXPQV QRW UHTXLUHG. SXJJHVW WR NHHS DDWH, 7LPH, NDPH, GURVV, FHH, NHW, FURP,
EPDLO DQG BDODQFH. 7KLV GRZQORDGHG GRFXPHQW FDQ WKHQ EH VRUWHG E\ GDWH, SD\PHQWV, HWF.
7KLV VRUWLQJ E\ DPRXQW ZLOO EH KHOSIXO WR LGHQWLI\ SD\PHQWV IRU CLW\ APDWHXU, SHQLRU APDWHXU DQG
JXQLRU APDWHXU.



LEARNINGS FROM ROLE

Ɣ 1. Important to create a income and e[pense bXdget for the fiscal \ear based on the
billings for annXal dXes and toXrnament of champions and e[pected e[penses to ensXre
the dollars billed Zill e[ceed or be eqXal to the bXdgeted e[penses for that \ear.

Ɣ 2. Use an accoXnting program that alloZs mXltiple financial income / loss statements so
each of the eYents that are managed b\ the CLGA reflect their specific income and
e[penses and profit (loss). HaYe all this information feed Xp to a master financial income
/ loss statement for the CLGA spring and fall annXal meetings.


